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Welcome to WF220 BEACON SAP Workflow training. This course is
designed for individuals working at State agencies who support the
Workflow approval process.
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SAP Training — Welcome and Introductions
» Welcome to SAP Workflow for Agencies course.

— Introductions

— Sign-in sheet

— Tent cards

— Restrooms

— Breaks

— Parking lot

— Classroom etiquette

+ Cell phones off
* No side conversations

Slide 2

The course introduction is an opportunity to get to know the others
who are attending class as well as to agree on classroom courtesy.
The instructor will inform you about the building facilities and when
breaks will occur.

Please make sure you receive the credit you deserve for attending
class by signing the attendance sheet.
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Prerequisites

» Prerequisites for all:
— BEACON Overview, BC100
— SAP Basic Navigation, BC110

« If you are an Initiator, you need to take the following courses in your
area (OM or PA):

— Organizational Management Overview, OM200

— Organizational Management for Agencies, OM210

— Personnel Administration Overview, PA200

— Personnel Administration Terms Concepts and Display Data, PA210
— Create and Maintain Employee Data, PA 310

+ If you are a budget Approver, you need to take:
— Agency Funding Approval OM250

Slide 3

The prerequisites are listed above. Attending these prerequisites
ensures that you are adequately prepared to learn the new
processes, concepts, and data entry skills that are covered in this
course.
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HR Training Curriculum

BEACON Overview
SAP Navigation
Reports Overview
Personnel Organizational Time
Administration Management Management Payroll Benefits

SLIDE 4

The BEACON HR/ Payroll training program comprises several
courses and different modules. Based on your HR role, you will
attend courses in the module/s.
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Lesson 1: Workflow Overview

p.

Lesson 2: Access and Navigate the Workflow Inbox and Outbox

Lesson 3: Approve OM Workflow PCRs

Lesson 4: Approve PA Workflow PCRs

Lesson 5: Workflow Report

Lesson 6: Course Review

Slide 5
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Course Objective
* Upon completion of this course, you should be able to:

— Explain the Workflow process for Organizational
Management (OM) and Personnel Administration (PA)

— ldentify key differences in the routing of Workflow (WF)
ltems in OM and PA

— Access, navigate and complete items within the Workflow
Inbox

— Use Key features to manage OM/PA Workflow Items
— Execute reports

(SESIIESS North Carolina
Office of the State Controller

Slide 6
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Strategy for Training

Instructor will discuss the process, responsibilities,
and describe the transactions — LISTEN

Instructor will demonstrate job-related tasks
performed in SAP — HANDS OFF

Student will complete the exercises which allows for
hands-on practice in class — HANDS ON

Instructor will be available to answer questions while
the students complete the exercises.

SLIDE 7

The BEACON SAP Workflow student guide provides a copy of the
PowerPoint presentation used in the classroom training. Observe
that space is available for you to write notes. You can use the
guide as a reference when you return to the workplace. For
example, you can use the exercises for practicing in the SAP
training environment.

Notes
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» Student Guide

» Other resources
— Online help
— Simulations
— Work instructions
— Job Aids

Slide 8

References (Job Aids)

In addition to the Student Guide these quick references are available:
* How to Access the Inbox
* How to Check the Status of a Request
* OM SAP Routing Table

PA SAP Routing Table

These references are also available online through the BEACON
University web site.

The data presented in this course is representative of your work
environment. However, the Action scenarios and exercises included in
the course have been created solely for the purpose of training.

Other resources

BEACON Online help:
* Provides step-by-step procedures by screen
* Includes links to complete step-by-step procedures that you can
print
* Includes links to simulations
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Online help

* Provides step-by-step procedures by screen
* Includes links to complete step-by-step procedures
* Includes links to simulations

SLIDE 9
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Course Map T

Lesson 1: Workflow Overview

Lesson 2: Access and Navigate the Workflow Inbox and Outbox

Lesson 3: Approve OM Workflow PCRs

Lesson 4: Approve PA Workflow PCRs

Lesson 5: Workflow Report

Lesson 6: Course Review
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Upon completion of this lesson, you should be able to:

Explain the purpose of Workflow
Define key Workflow terms
Identify key changes in the approval process

Describe the differences between the OM and PA Workflow
process

Identify how to trouble shoot PCRs

Slide 11
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Purpose of Workflow

* To provide an electronic approval process for PA and OM
Actions at various levels:

— Division/Agency
— Funding

- OSP

— OSBM

» To give users the ability to create, track and approve Workflow
items

&8 North Carolina
of the State Controller]
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In some ways, BEACON Workflow is used to replicate the electronic
forms for processing former PMIS PD105s (Personnel Actions) and
PD118s (Position Actions).
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Key Terms (1 of 3)

» Action — a new or change to a position or personnel record

* Documents - SAP messages that provide an audit trail for every
Workflow item that has been created

* Periority - a setting that indicates the urgency of the Workflow item
based on the business requirement
— The Workflow default is 5 (Medium)

* Initiator — the person who enters the Action for PA or OM and
starts the Workflow process

* Routing Table — a list of Actions/reasons and the logic to support
the approval process

TG
& beacon
SSRIsed North Carolina

Office of the State Controller
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Action: This term is used in both PA and OM to indicate a new or
change to an existing position or employee.

Documents: A documents option is contained in both the Inbox and
Outbox. Documents are BEACON'’s way of tracking all transactions
that take place within the system. You will not use documents very
often.

Priority: The Initiator of a Workflow item cannot change the default
setting, which is medium. Only Approvers can change the setting.

Initiator: The OM or PA user who enters the data for either an OM or
PA Action. In PA, the Initiator will ultimately enter the data for the
Action into the employee’s BEACON SAP personnel record.

Routing Tables: Both OM and PA have a custom table created for
the State of North Carolina within SAP to hold the list of
actions/reasons and logic to support the approval process for
positions and personnel. The table identifies which Action goes to
which approval level.
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Key Terms (2 of 3)

* Workflow Tracker — link that shows where the Workflow item
has already been and where it will go for approval

* Workflow Header - link that displays the data used in the
Workflow item—either the PA or OM request form

* Workflow Log — more detailed information about the approval
levels and the Approver names at each of those levels

* PCR - Personnel (or Position) Change Request

CEIEEY North Carolina
Office of the State Controller

Slide 14

Workflow Tracker: a link that will show you the name of the Step,
Status, Result, Time & Agent for each Workflow item. The Workflow
Tracker shows who initiated, who approved, and who the next
approvers are in the process.

Workflow Header: the top portion of the Workflow Tracker link that
displays the data that was entered by the Initiator for the Workflow
item. The Workflow Header answers this question, “What data was
used to execute this Workflow item?”.

Workflow Log: a more detailed view of the individual steps the
document goes through within the Workflow process (detailed
Workflow Tracker). The Workflow Log answers the question, “Who
has the Workflow item in his/her inbox?”.

PCR: A Personnel or Position Change Request (PCR) is a number
assigned to each Workflow item. The PCR can be used to identify
and track a Workflow item.

Currently BEACON is only using Personnel Change Request forms
within the Workflow environment. In the future BEACON may
implement additional approval Workflow processes (not to include,
but as an example, Vendor Invoice approvals, Purchase Order
approvals, etc.). These additional Workflow processes would use a
term other than PCR.
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Key Terms (3 of 3)
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Office

« Approver — the person(s) assigned to positions designated to
approve or reject Workflow items

+ Substitutions — a person who can temporarily act for an Initiator
or Approver who is absent

d North Carolina
of the State Controller
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Approver: Several positions are assigned with approval status at
various levels within the organization. The security access assigned
to the position determines if the position holder has approval
authority for PA, OM or both. The authority to approve belongs to the
position, not the person holding the position. When the person
leaves the position, he or she may no longer have approval authority.

Generally, there are at least two Approvers assigned to each level so
that when the Initiator executes Workflow, the PCR is sent to the
Inbox of all of the Approvers at that level. This allows the approval
process to continue if one of the Approvers is out of the office for a
period of time.

Substitutions: Agencies can have a substitute assigned when an
individual is out. The Agency must submit a request to BEST Shared
Services (BEST). The user that is substituting must have the same
security role(s) as the one for whom the user is being substituted.
The Substitute will see all of the items in the Inbox of the individual
for which he or she is substituting.
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OM WF Process

» One Action to fund and create
new positions

+ Agency Funding Approval is
first level

« OSBM is an automatic step in
the process when applicable

+ Notes and documents can be
included by using the Services
for Objects option

+ Initiator starts Action in Planned
status, BEST completes the

Key BEACON Workflow Process

con d North Carolina
Office of the State Controller

PA WF Process

» Funding approval is last step
(same as previously)

* Notes and documents can be
included (Services for Object
option)

« Initiator starts Action, Initiator
completes the final step after
approvals

* PCR #s begin with 1
(1000000000)

» PCR returns to Initiator to

V7_111008

final step for Active status

* PCR #s begin with 5
(5000000000)

+ PCR does not return to Initiator

7l

explicitly complete WF

The Services for Objects option allows notes
and documents to be sent with WF

C—

Slide 16

OM BEACON Process

Funding a position and establishing are now combined into one Action. During
WEF, the positions are in Planned Status.

OSBM approval is a step in the BEACON new position Action Workflow
process; therefore, it is no longer necessary to have OSBM approve the
funding of a position in a separate form prior to creating the new position
(establish position action). OSBM Funding Approval is not required if creating
new positions as temporary.

When the Initiator executes OM Workflow, the first approval level in BEACON
is the Agency Funding Approval (Budget Approval). In the previous system,
this was the last approval in the process.

The Services for Objects option allows notes and attachments (Word, Excel,
Notepad) to be included with the WF PCR. All Approvers at the next levels
(unless marked private) can view the notes or attachments. Only the creator of
the private note can view it.

After all approvals are final, the OM Workflow item is sent to BEST. While
BEST is not an Approver, there are certain functions they must perform to
move the position from Planned status to Active.

PA BEACON Process
The Initiator (not BEST) completes the PA Action.
The Agency Funding Approver is last (as was true previously).

Services for Objects is also available in PA which allows notes and
documents to be included with the PCR.
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DA1 — Division Approver
» AA1 — Agency Approver

FA1 — Funding Approver

OA1 — OSP Approver

BA1 - OSBM Approver
Other:
+ SOM — Shared Services OM Processor (not approval level, but

Notes

final step in OM)

Slide 17

The above list shows the different levels that an OM or PA Action
may be sent for approval. The OM/PA Routing Tables were set up
to determine how the PCR is routed.
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PCR Trouble Shooting

Reasons why a PCR appears to be “lost’
— It was saved but not initiated.

— The Initiator or Approver has the incorrect security role to process
the PCR.

— Incorrect relationships have been set up.

— An individual has “multiple hats” for approval and is the Initiator of
some Actions too.

— The PA PCR workflow has been completed, but the PA infotypes
have not been entered and explicitly completed.

North Carolina
of the State Controller
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If the Initiator merely saved the PCR and did not click the Initiate
Workflow button, the PCR stays in the Inbox of the Initiator. Therefore
an Approver who is waiting to see the PCR in the Approver Inbox will
not be able to do so. If neither the Initiator nor the Approver can see
the PCR, contact BEST.

The Initiator or Approver has incorrect security roles to process a PCR.

If the workflow tracker indicates “no user ID”, or “vacant” then an
incorrect relationship may have been set up or the Approver position is
unoccupied BEST can access the table routing to determine if there is
an error in the relationship.

If a user is an Initiator as well as an Approver, it can sometimes be
confusing. That is because the same PCR will leave the Inbox of the
Initiator role and be sent to the Inbox of the Approver role (which to the
employee is the same Inbox).

In PA, the Initiator has to click a “Completed Workflow Item” button
when the personnel file changes have been completed. In some
cases, the Initiator may have inadvertently clicked the button
prematurely.

If a user accidently backs out of an Action without processing all
infotypes, BEACON may assume the Action is complete when it is not.
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* In this lesson you learned to:

—  Explain the purpose of Workflow

— Define key Workflow terms

— ldentify key changes with SAP Workflow

— Describe the key differences in the OM and PA Workflow

No

— ldentify how to trouble shoot PCRs

process
Slide 19

tes
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Lesson 2: Access and Navigate the Workflow Inbox and Outbox

Lesson 3: Approve OM Workflow PCRs

L Lesson 1: Workflow Overview

Lesson 4: Approve PA Workflow PCRs

Lesson 5: Workflow Report

Lesson 6: Course Review

Slide 20
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Lesson 2 Objectives

Office of th

After completing this lesson, you should be able to:

— Access Workflow Inbox in transaction code SBWP

— Use the different Folders and options in Inbox and Outbox
— Identify the Workflow Item Statuses

— ldentify the priority levels that can be set fora PCR

— Open a Workflow Item

— Review the Workflow Log

— Use the Workflow Tracker

— Use the Workflow Header

bEacoN

&9 North Carolina

e State Controller

Slide 21
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Accessing the Workflow Inbox (SBWP)

cox
Office

& (== 1o]
Menu Edt Favories Edvras System Help

g 10l Ccoe HK dNo0 BE @B

beacon

¥ North Carolina
of the State Controller

SAP Easy Access
OE@EREIEE

= €5 84 menu

copopooe

i
Too:

TRAINING

EOSEEISS North Carolina
Office of the State Controller

Click the SAP Business Workplace button

Slide 22

An Approver accesses the Workflow PCRs that have been sent for
him or her to take Action on via the Workflow option in the Inbox.

The Inbox is accessed either from the Easy Access screen using the
Business Workplace button, or by entering SBWP in the Command
field.
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Options in the Workplace

=4
| Workplace Edit Goto Folder Environment Seftings System Help

|e 30 e EHEA aDan @m
Business Workplace of ZUAT46

[ New message |[{H) Find folder | [{H) Find document |[[® Appointment calendar |[@ Distribution lists |

=[S Inbox
&] Unread Documents 125
] Docurnents 149
3 Workflow 3
Overdue entries 0
Deadline Messages 0
Incorrect entries 0
Qutbox
I B Resubmission
b ¢ Private folders < of Workplace: ZUAT46
D ¢@ Shared folders D & Inbox
I ¢ Folders subscribed to Outhox:
& s & Dovumers
Started workflows
Work items executed by me
[B Forwarded work items
P & Resubmission
b ¢ Private folders
b ¢ Shared folders
b ¢ Folders subscribed to
B Trash
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The Workplace is organized by folders. You will mainly use the Inbox
and Outbox folders.

Documents: Both the Inbox and Outbox have Documents. As noted
previously, BEACON SAP creates a document for every entry made,
like an audit trail. Documents are also generated as notifications to
approvers when a PCR is rejected. The two options for documents are
Unread Documents (documents that have not already been read) and
Documents (documents that are new and ready to read). In BEACON,
documents are informational only.

Inbox

Workflow: This option will hold all the BEACON WF PCRs that have
been sent to you and all Approvers at your approval level for
processing.

The following Inbox options are not being used: Overdue entries,
Deadline Messages, and Incorrect entries.

Outbox
Started Workflows: Workflow Items for which you were the Initiator.

Work items executed by me: Work Items that you have processed by
either approving, cancelling, or returning to the Initiator.

The Forwarded work items Outbox option is not being used.

Notes
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* Possible statuses for a work item are:
— Ready @
— Reserved @
— In process @
— Executed @
— Completed @

Slide 24

A graphical icon shows the status of a PCR at a glance. There are five possible
statuses for a PCR:

Ready: The PCR is released to the Inbox of the next approval level and is ready
for an Approver to take action.

Reserved: The PCR has been reserved by an Approver which removes the PCR
from the Inbox of all other Approvers at that level. The PCR is only displayed in
the Workflow inbox of Approver who reserved it.

In Process: A PCR assumes this status if:

» Itis being executed by an Approver.
* Itis waiting for its terminating event.
* The execution is terminated by an Approver.

* The execution has been terminated with a temporary exception for which
no subsequent steps have been modeled.

In Process status means the Workflow system has not yet recognized the point at
which processing is completed. For example, all approvals have not occurred or
approvals have occurred but the final processing of the PA or OM action has not
occurred.

Executed: The PCR is awaiting a specific confirmation of its completion which is
required. A PCR with executed status can be executed several times until it is set
to the Completed status in the Business Workplace.

Completed: The execution of the PCR is completed and is no longer displayed in
the Workflow inbox of the Business Workplace. This means that the PA or OM
Action is complete and records are active in BEACON.
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Workflow Status - In Process

(5] [<3 B 8 2 4 B ] | ) )
Workflow 3

=Y k=3 0 K= i) )

Creation Da_|Creation
@ 4201 - OM Action Create New Position for Position - 61000222 PCR: 500007~ 10/25/2007 09:59:42 5
@ 4201 - OM Action Reallocate Position Up for Position 61000475 PCF 11/19/2007 14:55:42 5
1 4201 - OM Action Position Transfer for Position 61000192 PCR: 4

/__ @ 11/06/2007 17:12:57 5

MIuEd North Carolina
Office of the State Controller

[ Workflow status (1) 6 Entries found

L&

/ WF Stat_|Short Descri
In Process
Rejected
Canceled
Approved
Created
Completed

TO>PO0DZ

& Tips & tricks: Group work items according to

4201 - OM Action Create New Position for Position - 61000222 PCR: 5000000043

Description Objects and attachments
Workflow status {In Process + Office Document: This is my note
Slide 25

+ After an Initiator initiates Workflow, the status is updated to “N”

for in process.

» After an Approver approves the PCR, the status is set to “A” for
approved and will remain at “A” for all approval levels unless an

Approver returns (rejects), reserves, or cancels the PCR.

* When an Approver returns (rejects) a PCR, the status is

changed to “R” for rejected. The PCR is automatically sent back

to the Inbox of the Initiator.

« Ifthe initiator accepts the rejection of an action, the Workflow

status will change to “C” for canceled.

+ For OM Actions, after BEST Shared Services processes the
approved PCR, the status is changed to “M” for completed.

* For OMif an Action is rejected, BEST Shared Services

processes the canceled action. This changes the OM Action in
planned status to rejected status and the WF status is changed

to “M” for completed.
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Routing to OSP

=

Decision Edit Goto System Help
(V] I QH | (S LHR DVLD BRI @@
Decision Step in Workflow

1701 - OM Action Position Working Title Change for Position - 61001643 PCR: 5000002477

Choose one of the following alternatives
Approve change

Return to initiator

|Send to OSP |

Cancel and keep work item in inbox

Description

Objects and attachments
Workflow status: Approved

. rol W
Please review the information in this screen and make your choice as follows:

Approve change - the request will continue onto the next approver or
processor

This tab is only available for viewing on the “Agency Approver’s” screen.
Slide 26

IMPORTANT NOTE: Routing to OSP is not an automatic part of the
process. If a PCR needs to be sent to OSP, the Approver must click

the Send to OSP option. The Send to OSP option is only available at
the Agency approval level.
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North Carolina
Con

cor or ina
Office of the State troller

=
‘ Decision Edit Goto System Help

@ 1aBeEe 0B DDoD @@
Decision Step in Workfls
| & workiiow ||[3] create 1 J
1701 - OM Action Create New I-‘.__‘dﬂ/fur Position - 61000181 PCR: 5000000023
Choose one of the following alternatives
Approve change
Sysiem _Help
Cancel and keep work item in inbox [} T 9H Qe SHE o0 R om
Approver Comments
Description 2 ‘
Workflow status: Approved e 000181
Please review the information in this screen and make B Hm/
Approve change - the request will continue onto the n|
This 1s where the rejection comments are emtere
Return to initiator - the request will be returned to the
If you choose Cancel and keep work item in inbox,
processing
0 T
Slide 27

If an Approver clicks the Return to initiator option, a comments
window automatically displays (this is not the same as the Services
for Objects button). The Approver is required to write a note to the
Initiator indicating why the PCR was rejected.

NOTE: The rejected item will not display in the Initiator’s Inbox, and
the Approver will still see a comments work item in his or her Inbox
until the comments are saved.

The returned PCR is no longer in the Approver’s Inbox, but is
automatically returned to the Initiator. When the Initiator accesses
the Inbox, the beginning of the PCR name displays REJECTED in all
caps so that it is readily apparent that a PCR has been rejected.

Ex_|Title | Status [creation Da |
®|REJECTED:1501-OMActinnRe-EstabnshPosnionforposmnn- (%] 1[}130:200?

The Initiator has the following options:
» Cancel OM/PA Action (stop and cancel Workflow for the PCR)

* Change and Resubmit (make a change to the PCR and restart
the workflow approval process from the beginning approval level)

» Cancel and keep work item in inbox (leave in the Initiator's inbox
for future processing)
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Priority Levels in the Inbox
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] (63 2 I8 el B0 3 ) o 0 R 1 9 28 A e )

Workflow 3

Ex_ |Tite |* status [Creation Da |Creation_[Pririty
i 4201- OM Action Create New Position for Position - 61000222 PCR: 5000000043 §  10/25/2007 09:50:42 5

% 4201- OM Action Reallocate Position Up for Position 61000475 PCR: 5000000161 @ 11/19/2007 14:55:42 5
ig 4201 - OM Action Position Transfer for Position 61000192 PCR: 5000000158 @ 110612007 17:1257 5

Slide 28

A Priority is a setting that indicates the urgency of the Workflow item
based on the business requirement. Level 5 is the default priority for all

PCRs. Only Division Approvers can change the priority setting, and only
when the PCR is in the Division Approver’s Inbox.

See the Business Workplace Button Functions Job Aid on BEACON
Help for more information on setting priorities.
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Display and View the Workflow Log

Workflow 3
Ex_[Title

@ 4201 - OM Action Reallocate Position Up for P
@ 4201 - OMAction Position Transfer for Positic

@ 4201- OM Action Create New Position for Pos /(

< & 4201 - Funding OM Action for position- 610( (B B8
Deadline trigger - empty task [E ][ 88

In Process

Completed

4201 - OM Action Create New Position fc| BB || @0 |completed

® 4201 - OM Action Create New Position | [

2)

BB @0 |InProcess

Agents

Approvers for that step

Slide 29

Click Agents to view the list of /

cox
Office

beacon

Click Log to view the Approver
who is next in line for the PCR

The Workflow Log is a document within Workflow that contains the

Step, Status, Result, Time and Agent. The Workflow Log answers the

question, “Who has the Workflow item in his/her Inbox?”.

After you select the Log option, the next screen displays the various
results for each step. In addition, the Agents option is displayed. Click
the Agents icon to view the list of the Approvers for that step.

¥ North Carolina
of the State Controller
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Display and View the Workflow Log

[=Which Agents Do You Want To Display?(=]

R I Agents |
g W
2 Excluded agents

x|

TS 99100056 \ Edit OM action

_ Select the Agents you would

like to display by clicking the
Agents button.

L)

l: US 01231600 ANGELALISSON
UsS 90000011 ROBERT JEFFERSON

\ &

/

View the names and personnel
numbers of the Approvers
(Agents)

See which Approver has itin
Inbox

CEEIEEY North Carol
Office of the State Conl
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The Workflow Log illustrated above indicates that this Work Item has
two possible Approvers at this level: Angela Lisson or Robert

Jefferson.
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WO rkﬂ ow Trac ker " _lh.\lorlh Carolina

e State Controller|

“m=  Select the
: Workflow
s’ == Tracker Link

—e nlonne@orauulaucc»muai

Workflow actions

Header m; 5000000265 Acton 100 Create NewPosiion Stus R Rejecte

Agency 6201 Juccial Branch Possion 85000300 Mapistrate
Creator 1230121 Winnle Johnson Creech OrgUot O

Detail

Slide 31

The Workflow Tracker is a link in the bottom right of the Inbox or Outbox ~ Notes
screen (you may have to scroll in order to see it). Using Workflow
Tracker, you can see which Approver has processed the PCR, the
action the Approver took, and where the PCR is being routed next.
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Workflow Tracker

AENISE North Carolin:

coxsis
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Workflow actions

| Heaang
RequestiD 5000000265 Action 100 Create New Posiion Status R Rejected
Agency 0201 Judicial Branch Posmon 65000300 Magistrate
Creator 1230121  Winnie Johnson Creech OrgUntt 0
‘Q.
|_|Sea/Rote [Mana [Prpe Atpe IAgentio Name / Descnpbon Act [Desc CmatActual Name P
i b P P 01230121 MWinnie Johnson Creech P Processed 01230121 Winnie Johnson Creech £ -}
100 FA1 X A P 00939625 Debdie Strickland WatkirR Rejected X 90000011 Leffrey Andrew Rappapodt ~
BOOMT X A P bo9ioezs Debbie Strickland Watkif |
908S0m X A P 01503010 Anita Hicks Ward
00 Son X A P 00600933 Julia B Parsons New
00S0M X A P 01400063 Gina M Marrano
fooson X AP 01014432 [Twanetts Vushan Lytle -
R P P o221 Winnie Johnson Creech | | i | .(
L ! |
TN ] B - I
DI DN & Notes |
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The Header section will show at a minimum the following fields:

= Request ID (PCR Number) = Action type (code and name)
o Status (the overall status of the work item) = Creator (Initiator)
In Addition the header will include specific fields pertinent to either the PA or
OM Action (like employee name or position number).
The Detail section will list these attributes:
* Sequence (line item sequence)
* Role represents the approver relationship
= FA1-Funding Approver = DAI Division Approver
= AAl- Agency Approver = SOM-Shared Services
= OM Processer

* An X in the Mandatory column indicates that the approval of the specific
Approver is required.

* Ptype is used to signify the Processor (P) and Approvers (A)
» Agent ID represents the Personnel number of the Approver
* Name/Description lists the name of the Employee
» Act/Desc holds value (P) Processed
= A =approved = R =rejected = P = processed

* An X in the Cmnt column will indicate if a rejection note has been created
for the Action. To see the comment, highlight the line and click the Notes
icon (eyeglasses).

« Actual/Name is the Initiator's Personnel number and name
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CEIEEY North Carolina
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1 \ . 1

Z* Tips & tricks: Forward wo

Display and Use the Workflow Header

4201 - OM Action Raallbcatn Position Up for Position 61000475 PCR: 5000000161

Objects and attachments

Header Link

le R —— Cr
@12 ReaNlocate Position Up - DISPLAY

T IR Qe QAR Bhod A OB

_ OM Action

fffff Request

Slide 33

When you receive a PCR in your Inbox, you should obviously review
the OM or PA Action prior to approving, returning, or cancelling it. Click
the link for the Header in order to access the Action screen to see the
data that was entered for the PCR.

By using the Header, you can also access the Services for Object
button to see any notes or attachments that were sent with the PCR.
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Deleting PCR (Initiator)

ESI0ESY North Caroll
Office of the State Conl

WF saved, not initiated:
— Use the Delete Button if PA
— Contact BEST if OM

&

T O A i DY ARAR | On G n A A

WF initiated but not through final approval — Approver rejects
mem LLLLL ——

4601 REJECTED Pﬁ-Ne\N Hire (NC) for Joslin Foeste - PCR: 1000005274

N

Change and Resubmit

Cancel and keep work item in inbox

Qy ‘ WF initiated — through final approval |

|e[«[a] | [TE[S] &l
Workflow 1

Ex_|Title Reject execyl L3 P

@ 4601 Create New Hire (NC) Action for Jack ~ Change priority "
Send mail

Change Work Item Text

ina
troller
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The method you use to delete a PCR depends upon where it is in the
process.

If the WF is saved but not initiated:

— Use the Delete button on the PCR if PA
— Contact BEST if OM

2. You initiated Workflow but the PCR has not reached final
approval:

Contact the Approver and request that the PCR be returned
(rejected) to you. You can then Execute the PCR. When the Decision
Step in Workflow screen displays, click the Cancel PCR option
(illustrated above). The PCR disappears from your Inbox. You can
still see it in your Outbox > Started WFs; however, it will indicate it
was Completed/deleted.

3. You initiated Workflow and PCR has been approved by final
approver but not yet executed:

You can only use this option if you have not executed the PCR.
Highlight PCR and click the “Other Functions” button. From the
drop-down menu, select “Reject Execution” (see above). The PCR
disappears from your Inbox. You can still see it in your Outbox >
Started WFs; however, it will indicate it was Completed/deleted.
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Lesson Review
In this lesson, you learned to:

— Access Workflow Inbox in transaction code SBWP

— Use the different Folders and options in Inbox and Outbox

— ldentify the Workflow ltem Statuses

— Identify the priority levels that can be set for a PCR

— Open a Workflow Item

— Review the Workflow Log

— Use the Workflow Tracker

— Use the Workflow Header

Slide 35
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L Lesson 1: Workflow Overview ‘

‘ Lesson 2: Access and Navigate the Workflow Inbox and Outbox ‘

Lesson 3: Approve OM Workflow PCRs

Lesson 4: Approve PA Workflow PCRs

Lesson 5: Workflow Report

Lesson 6: Course Review

Slide 36

V7 111008 Page 36



WF220 - BEACON SAP Workflow

T o« [y
Lesson 3 Objectives Ao
Upon completion of this lesson, you should be able to:
— Describe the OM Position Workflow process
— Discuss the routing and processing of OM Workflow Items
— Approve a new Position
N

— Remove a Position PCR from the process
— Use the Workflow Log and Tracker

Slide 37
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Organizational Management (OM) Workflow Process

& beacon

CETTISES North Carolina
FlOW Office of Hu\‘Nl.‘u\v(( ontroll
Deg.nartment.'Agency meet The required
with Persgnnel Analyst agency approval
ref position request
levels for each
Action mirror the
v legacy process
Agency HR Division/Agency HR
Professional Approval (s)
Initiates Action
: !
Note:
Position is created in OSP Approval If at any pointin
Planned Status in SAP (as needed) the process the
Action is rejected,
Salary Control is
l y not affected and
Salary Control Officer Processing completed the Position status
Reviews/Approves by BEST Shared Services will be changed to
(Funding Information Position is now “Rejected” in SAP.
Is Entered) /I Active in SAP
! / 3
f Record of the Action
OSBM / Is Provided to
Review/Approval Salary Control System
via Interface
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All OM Position Actions are initiated in Workflow (WF). Approvers at any
level can approve to the next level or return to the Initiator. The Initiator can
make applicable changes and resubmit to begin the approval process over
again.

Roles involved in Position Actions:

Agency HR Personnel Analyst researches the Action with the
appropriate manager.

Agency HR personnel uses ZOMAO69 to enter the required Position
data in planned status and then initiates Workflow for approvals.

Agency Salary Control Officer (Agency Position Funding Approver)
enters cost distribution and salary and approves the WF or rejects it.

The OSBM (Office of State Budget and Management) Position
Funding Approver approves or rejects the Position Action. OSBM
approval is not required for temporary positions.

Agency Position approver approves or rejects the Position Action.
Division Position approver approves or rejects the Position Action.
The OSP Position approver approves or rejects Position Action.
After final approval, BEST reviews and moves the status to active.

It should be noted that some Position changes can be made without
Workflow such as:

+ Position Working Title + Time Settings

* Position Type + Vacancy changes

+ Cost Distribution changes and
Budgeted Salary changes
(Funding Approver role only)

+ Position Address

Notes
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SISIRR North Carolina
Office of the State Controller

OM Routing Table

[Action[Action Description |
| 100 |Create New Position |

Agency Position Funding Approver

Office of State Budget Management (OSBM)
Agency Division Approver (optional)

Agency OM Position Approver

Office of State Personnel (OSP) (if required)
BEST Shared Services
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Only the new Position OM Action requires OSBM Approval.

BEST Shared Services is not an approval level, but rather a process
step to complete position Actions.

Notes
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beacon

MIuEd North Carolina
Office of the State Controller

OM Routing Table (con't)

Action |Action Description
102 |Re-Establish Position
103 |Reallocate Position Up
104 |Reallocate Position Down
105 |Reallocate Position Horizontal
106 |Position Adjustment from Authorization
107 |Reallocate Position Differential
108 |Remove Position Differential
109 |Abolish Position
113 _|Position Transfer
115 |Position Hours Change
116 |Position Employee Group / Subgroup Change

Agency Position Funding Approver
Agency Division Approver (optional)
Agency OM Position Approver
OSP (if required)

BEST Shared Services
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These Actions shown above do not require OSBM approval.

BEST Shared Services completes these Position Actions in a similar
manner as new Position Actions.

NOTE: The abolish action currently requires a ticket entered with
BEST Shared Services for processing.

Notes
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ZOMAO069 Position Action Screens - Initiator

=
Action  Edi" 1 fem  Help

co d North Carolina
Office of the State Controller

f - .. < y. s .
@ S AE Ca@ SRR DD
Position Action S
8]\721% :
[ Position -~
Action 100 Create New Position
Position
Valid from 12/01/2007 to 1243179999
S o e
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Following is a brief explanation of how an Initiator creates an OM WF
Action.

The Initiator uses transaction code ZOMAO69 for position Actions.

NOTE: Training on ZOMAOQG9 is provided in the OM210 — OM for
Agencies course.

On the initial screen, the Initiator indicates:

 Action type (new position, reallocate, change county, etc.)
« Effective date

» Position number (only if revising an existing position). Alternatively,
the Initiator can also use the Position field to search for a Position
that is still in Planned status.

When the Initiator clicks the Create button, a second screen is displayed.
The second screen has four tabs (General, Address, Time, Cost). The
second screen is either blank or has data depending upon whether
creating a new position or updating an existing position. The Initiator
enters data as needed on the first three tabs and saves the WF item.
When the WF item is saved, BEACON assigns a PCR number. At this
stage in the process, the Initiator can include a note or attach documents
as needed and then initiate Workflow.

The WF PCR leaves the Inbox of the Initiator and goes to the Inbox of
the Approver(s) at the first approval level (Agency Funding). The Funding
Approver will review the General tab and enter applicable funding data
(Cost distribution and budgeted salary) on the Cost tab.
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Accessing the Workflow Inbox (SBWP)

"«

beacon

GRS North Carolina
Office of the State Controller]
= [=]" Jo}
Menu Edit Favorites Esras Gystem Help W |
@ D 0Hcee DHR DDoD M 96 |
SAP Easy Access
@RI

3 Tools

USRS North Carolina
Office of the State Controller

Click the SAP Business Workplace button
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As the OM Approver, you will log into your Inbox (SAP Business

Workplace, or transaction code SBWP) to view all of the Workflow

PCRs that have been sent to you to process.
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I=Es North Carolina
Office of the State Controller

Open an OM Workflow PCR

Business Workplace of ZUAT46

|7 New message |3} Find foder |[R) Find document [T Appointment calendar |[@ Distibution lsts |

< o Workplace: ZUAT46 kI BF IR CEERE
h
' w| Unread Documents 125 Workflow 3
] Documents 149 Ex |Title [
i8h [4201 - OM Action Reallocate Position Up for Position 1000475
[ Overdue entries 0

i 4201- OM Action Position Transfer for Position 61000192 PCR: §

Deadlne Mes=agesy @ 4201 - OM Action Create New Position for Position - 61000222 P(

Incorrect entries 0
b € Outbox
b 3 Resubmission
D ¢ Private folders
b ¢ Shared folders
b & Folders subscribed to
@ Trash
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Follow these steps to enter the SAP Workflow Inbox:

1) Click the Inbox to expand it.

2) Double-click Workflow. All of the WF PCRs sent to the Approver
for processing display in the right column. In the illustration
above, the Approver has three PCRs in the Inbox.

3) The Approver can either select and double-click on the WF PCR
to execute it or click the Execute button on the toolbar.

Refer to the BEACON Help website for assistance with icon and
button recognition. The following Workflow Job Aids can be of help:

* Business Workplace Button Functions
* Business Workplace Overview Tree Functions
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Workflow Header to Review the PCR

Z* Tips & tricks: Execute work item ...

4601 - OM Action Reallocate Position Up for Position - 65002217 PCR: 5000002016

Description
Workflow status: Approved

Obiects and attachments

Please review the information in this screen and make your choice
as follows:

Approve change - the request will continue onto the next
approver of processor.

Return to initiator - the request will be returned to the person
creating the request.

beacon

=88 North Carolina
Office of the State Controller

-
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To review the PCR, the Approver must click the OM_Header PCR -
<pcr number> Position <position number> link located in the lower

left. The PCR opens and allows the Approver to view the data that
the Initiator entered on the various tabs.

Alternatively, the Approver can also use the Workflow Tracker
(located in the same area) to see the actions already taken, by whom
it was taken, and where the PCR will be sent next.
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Decision Step

cow
Office

=
Deuizion €oit ol System  He

umuw

"
|e aHede 0K Eton B @

2 North Carolina
of the State Controller

Decision Step in Workflow
£ Workiiow |[£5) Creats

1601 - OM Action Reallocate Position Up for Position - 60033719 PCR: 5000000037

nnnnnnnnnnnnnnn

Worklow status: Approved = O Header FCR -S000G00037 - Position 60033719
Please review the information in this screen and make yaur choice a3 follows:
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After the PCR is executed, the Decision Step in Workflow screen is
displayed. The Approver can also view the Header and Tracker from
this screen. The Approver can either Approve, Return to Initiator
(reject), or Cancel and keep the work item in the Inbox.

NOTE: “Cancel and keep the work item in inbox” places the PCR only
in the Inbox of the Approver who cancelled it. This decision removes
the PCR from the Inbox of any other Approvers who were at the same
Approval level. Using the Cancel function allows an Approver to
research information and either approve or return the PCR at a later
date.

This cancel function does not cancel the PCR.
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3.1 — Exercise: Approve a Position PCR

* A Position PCR has been sent to your Inbox. Review the PCR
and accompanying note. Change the priority from medium to

very high, and then approve it. In this exercise, you are the
OM Division/Agency Approver.

 After you have approved the PCR, go into your Outbox and
use the Workflow tracker to see the next Approver to which the
PCR has been sent.

> of the State Controlle
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3.2 - Exercise: Reserve a Position Change PCR K88°/C0"
You have received a PCR to change the county of a position.
N

When you review the PCR and the accompanying attachment
you believe the wrong county has been selected. Use the
Reserve function to remove it from Workflow until you complete
your research. In this exercise, you are the OM Division/Agency
Approver.

Slide 47
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USRS North Carolina
Office of the State Controller

Lesson Review

In this lesson, you learned to:

— Describe the OM Position Workflow process

— Determine the routing and processing of OM Workflow ltems
— Approve a new Position

— Remove a Position PCR from the process

— Use the Workflow Log and Tracker

Slide 48
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Course Map : ] \'I :\r \I-(:d:(’t‘-m\‘k

Lesson 1: Workflow Overview

p.

Lesson 2: Access and Navigate the Workflow Inbox and Outbox

Lesson 3: Approve OM Workflow PCRs

Lesson 4: Approve PA Workflow PCRs

‘ Lesson 5: Workflow Report ‘

[ Lesson 6: Course Review ‘
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SSRIsed North Carolina
Office of the State Controller

Lesson 4 Objectives

After completing this lesson, you should be able to

— Describe the PA Personnel Workflow process
— Discuss the routing and processing of PA Workflow PCRs
— Approve PA Actions

Slide 50
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PA Workflow Process Flow

Agency HR
Professional OosP Approval
Creates Personnel (as required)
Action Request in SAP
Division/Agency HR Salary Control Officer
Approval(s) Reviews/Approves
(Adjusts Funding
as needed)
HR Professional
routes to OSP HR Initiator
for Approval Processes the PA40
(as required) Transaction in SAP
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The PA action is not complete until the PCR has been approved and
processed by the Initiator. The WF PCR is simply a form to collect
some of the basic information for approval purposes before the
Personnel Action is processed (and the employee’s personnel file is
updated). When the approval process is complete, the Initiator receives
the PCR back in his or her Inbox. The Initiator executes the PCR from
the Inbox and BEACON automatically takes the initiator to the
appropriate screen (Hiring for New Hires and Non-Beacon to Beacon;
Personnel Actions for all others). The Initiator enters data or saves all
applicable infotypes (BEACON SAP has bundled all of the appropriate
infotypes that require attention for the Action). After all infotypes have
been completed, the Initiator receives the “Complete Workflow Item
button. Itis important that only when the PA Action has been
completely processed should the initiator mark the PCR workflow item
as complete (the exception to this is when a Transfer Agency to Agency
is involved and the Initiator does not have security access for both
Agencies—see PA410 - Advanced Create and Maintain Data for
details).

If the PCR is marked complete prior to the Action being completely
processed in BEACON SAP, the Initiator must use transaction code
PAA40 to re-process the Action and enter data and/or save as applicable
every infotype appropriate for that Action.
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iZ88 North Carolina
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ZPAA076 — PA Workflow

=
Action Edit Goto System Help
- R Y A A o8 g8 o A e
K 20 H @0 CHE 8hos BE @l
Employee Action Request
:l Eiras System Hislp
198 Qe SR Boas BE Of
Employee Action Request
= Infiate WF | 2
CR Number
rsone 80000838 Ronald Band4 Action: 21 Promote.
5 Reason: 81 Promotan
Existing PCR No. D6i2312008[3) thng st .
CURRENT PROPOSED
Personnel No. 80000838 Ronald Ban04 PorsArea  (4601|  Cuural Resources Porsarea 4601 Cultural Resources
Swares NGOT| TdsyNom subwea  NCOI|  7dsyNom
Last 4 digits (SSN) First
EE Group A 'SPAEmployees EE Group A SPAEmployees
Effective on 06/23/2008 EE Subgroup At FTN-FLSAOT Perm EESubgp A1 FTN-FLSAOT Perm.
Action Type ral
Org. Unit 20010156 CR COS ASH HIS RES AR 8T Org. Unit 20010156, CR CDS ASH HIS RES ASR ST
Reason p1 Io wob 30001558 Records Senices Branch & oo 30001558 Records Senvices Branch S
EEPosson 65002160, Records Senices Branch Supen.  EEPosition 65002180 Records Services Branch Supen
Clwork Against
Basic Pay
Pay Scale type 01 Graded Pay Scale type 91 Graded
Pay Scale Area 61 Annual Salaries. Pay Scalo Area. 01 Annual Sataries.
PaScsieOroup  (GRT4 | Lewel [6R PayScale Group |6R74 Leva (68
R
Annual Salary 43,490 08 HriySai  0.00 Annual Salary Houry Salary
Calc Step L Calc Step - 0 .00
Win 42,474 00
Max 71.957 00 Nest Inc Oste
Dates
Lastdarworked
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Following is a brief explanation of how an Initiator creates a PA WF
Action.

Using transaction code ZPAAQ76 for Personnel Actions the Initiator
enters data on the initial screen.

NOTE: Training on ZPAAQ76 is provided in both the PA310 — Create
and Maintain Employee Data and PA410 — Advanced Create and
Maintain Employee Data courses.

On the initial screen, the Initiator enters:

* PCR (only if updating an existing PCR)

» Action type

» Last 4 digits of Social Security number (only if new hire)
» Effective date

« Action type

* Reason

When the Initiator clicks the Create button, a second screen is
displayed. The second screen has two columns, Current and Proposed.
If the Action is a new hire, the Current column is blank; otherwise it is
populated with the existing data for the employee. The Initiator enters
data in the applicable fields in the Proposed column and saves the
Workflow item. The Initiator receives the PCR number and initiates WF.
The WF PCR leaves the Inbox of the Initiator and goes to the Inbox of
the approver(s) at the first approval level.

Notes
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Approving PA Actions via Inbox (SBWP)

=4

Menu Edit Favorites Exras System Help

@ DAH e SHR DDhL0 B @@

beacon

ASRised North Carolina

SAP Easy Access -

User menu for ZUAT46

BE|&|EECIEE

(3 Favorites
< & User menu for ZUAT46
D (3 General User Functions
P (3 Human Resources
P (3 Information Systems

Business Workplace of ZUAT45

[T Newmessage | Find foider |[{H) Find document | Appointment calendar ||@ Distribution ists |

o Workplace: ZUAT45
[Z_& Inbox]

w| Unread Documents 111
#] Documents 138 Ex [Tile
P Worktiow 2 @ [4201 PA Action - New Hire (NC) for Test Workilow PCR. 1000001
oo mien 0 @ 4201 PA Action - SeparationPayContinuation(NC) for Robert Lee )

B Deadiine Messages 0
B incorrect entries 0
S

&3 Resubmission

@B Private folders

@ Shared folders

&3 Folders subscribed to

8 Trash

b
>
b
b

b

|

Office of the State Controller
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Approving PA Actions is, in many ways, similar to the process you
used to approve Position Actions in earlier exercises. You will
access your Inbox to locate PA PCRs that have been sent for you to
approve, cancel, or return.

You can view notes and attachments as well as use the Workflow

Tracker and Log.

Notes
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4.1 — Exercise: Change Priority & Approve
Promotion PCR

beacon
Offc of the Stse Contrale
* Review the PCR and accompanying note to promote Allison Sellers

¢ Change the priority from medium to very high

* Approve the PCR

¢ Use Outbox to view Workflow Tracker

Slide 54
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4.2 - Exercise: Reject a Salary Adjustment PCR

¥ North Carolina
of the State Controller

* Review the PCR and accompanying note to give Nancy Gonzalez
a salary adjustment
* Reject the PCR and write a note to Initiator

e Use Outbox to view Workflow Tracker
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4.3 — Exercise: Cancel a Suspension PCR beacon

¥ North Carolina
of the State Controller

cox
Office

* Review the PCR and accompanying note to place Ronald Barr on
suspension

e Cancel the PCR
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¥ North Carolina
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4.4 — Exercise: Replace a PCR

¢ Place the Position Change PCR Back into Workflow and approve it
* Place the Suspension PCR back into Workflow and send to OSP

Slide 57
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(SIS North Carolina
Office of the State Controller

Optional Funding Exercises

* Funding Approvers should attend the WF250 - OM/PA Funding
Approvers course

* An optional exercise is presented in the Exercise Guide if needed:

o Split funding for a position
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Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.
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Lesson Review
In this lesson, you learned to:

— Describe the PA Personnel Workflow process
— Discuss the routing and processing of PA Workflow PCRs
— Approve PA Actions
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Course Map

con d North Carolina
Office of the State Controller

Lesson 1: Explain the Purpose of Workflow

p.

Lesson 2: Access and Navigate the Workflow Inbox and Outbox

Lesson 3: Approve OM Workflow PCRs

Lesson 4: Approve PA Workflow PCRs

Lesson 5: Reports

[ Lesson 6: Course Review
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Lesson Objectives
Upon completion of this lesson, you should be able to:

«  Execute the Workflow Report
+  Access and execute the Workflow Report for PA and OM
. Change the layout of the report
. Create a variant for the report
. Retrieve a report variant
+  Execute the Organizational Structure Report

Slide 61
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: o
Workflow Report Overview o s,

»  The Workflow Report allows Approver and Managers to see
at a glance the:
— type of Actions and reasons created in the Agency
— Actions that are awaiting approval and at which approval level
— length of time an approval has been waiting
* Transaction codes:
— ZPA0189 ( PA reports)
— ZOMO0178 (OM reports)
* Reports can be run based on security by:
- Agency
- Groups
— Individual PCR
* Access the Workflow Report Job Aid online at:
—  http://help.mybeacon.nc.gov/beaconhelp/TOC7 .html
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Searching for PCRs

— Personnel number

— Action type

— Personnel area

- PCRID

— PCR WF Approval Level

« OM
— Position ID
— Action
— Personnel area
— PCRIDPCR WF Approval level

beacon

SSRIsed North Carolina
Office of the State Controller
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. beacon
Report Options L
Office of the State Controller
Sort Filter Print Word Mail Graphic Select
Ascending Preview recipient layout

231 o s s S =2 S

Sort Total Excel  Localfile ABC Change Save
Descending analysis layout layout
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Modify Layout

consis: N
Office of the

Use the Change Layout option to remove fields that you do not

want to display from left to right

(S Change layout

Displayed Colu

(11 alwlal
Displayed Columns

TR
}Nnme of action type
| New PSA

|WF Approval Lv
i»PCR D

Personnel number

| Action Type
|88N(Last 4)

|New PA

|Reason for Action
iNew EG

|New ESG

[
=]

[2]
+] | Name of reason for action
Start date
lew PS Type
INew PS Area

Coﬁfnn Set

| Column Name |
[Agency |

New PS Grp

New PS Lvl

New Ann Sal
Currency

Planned comp. type

v ][]

Drag and drop columns on the report to change the order
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beacon

Save Layout

o
Office

« Save layout field

— Short name (begin with Z for user-specific)
« Name

— Longer description for the layout
« User-specific

— Only you have access

« Default setting
— Indicates you want the layout to display each time the report is run

&4 North Carolina
of the State Controller]

Slide 66
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Use a Layout

Offce ofthe Sate Conticr
» Complete search criteria fields for the report
* Click the Select layout option

or
*  From the menu: Settings > Layout > Choose
» Select the applicable layout option
* Execute the report

Slide 67
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5.1 — Exercise: Execute the Workflow Report (PA) #8500
You need to see if there are any Suspension and Reallocation PA
Actions for Org Unit 4601 (Cultural Resources) awaiting approval. In

addition, you want to change and save the layout to your
specifications.

Slide 68
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5.2 — Exercise: Use a Saved Layout to Run WF SE

¥ North Carolina
of the State Controller

cox
Office

You need to see if there are any Promotion PA Actions for Org Unit
4601 (Cultural Resources) awaiting approval. You want to use the
same layout that you previously saved.
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Display the Organizational Structure Report

~ & Favorites
[ PPOS_OLD - Display
[ zOMADBA - Position Actions
E ZPAADTE - Employee_Action_Requests
[ ZHR_HIRING - Hiring Action
[ PO13 - Maintain Position
< & 8AP menu
b (3 office
D (3 Cross-Application Components
D (3 Logistics
P (3 Accounting
< &3 Human Resources
) PPMDT - Manager's Desktop
D (7 Personnel Management
D (3 Time Management
D (3 Payroll
D (3 SAP Learning Solution
D (3 Training and Event Management
<~ & Organizational Management
P (3 Organizational Plan
D (3 Expert Mode
< &3 Info System
< & Organizational Unit
2 S_AHR_61016491 - Existing Organizational Units
6492 - Staff Functions for Organizational Units.
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Use transaction code S_ AHR_61016528 - Organizational Structure to
generate an Organizational Plan view of the approvers supporting the
workflow process.

OM approvers are identified by having a relationship created between
their position and the Organizational unit. The Organizational unit
represents a segment of the structure that approvers are responsible for
managing within the workflow process.

Positions will not necessarily be approvers within their own
organizational unit. Approvers may be responsible for a larger grouping
of organizational units. As a result, a relationship between their position
and the highest organizational unit within that area will be created and
inherit responsibility for all organizational units within the hierarchy.

Users of this report could be:

 Position Action and Employee Action Initiators

» Approvers (Agency Approvers, Division Approvers, OSP, OSBM)
BEST Shared Services

BEACON Production Support Team
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Display the Organizational Structure Report
=4

Program Edit Goto System Help

< 198 @@ DHE Bhoan BEJ

Structure Display/Maintenance

beacon

(SIS North Carolina
Office of the State Controller

@ora

Objects
Plan version
Object type
Object ID
Search Term
Object status

Reporting period
® Today Oail
O Current month OPast
O Current Year O Future

Structure parameters
Evaluation Path
Status vector
Display depth

Further conditions
Technical depth
[JRecursion
[JClassic Output

01| Currentplan
0 0 unit

@I | Evaluation Path (1) 15 Entries found

1[[@)an existing - — —_— 5
EEERCE G E E B EEET

EvalPath [Evaluation path text

Z_B002 MSS: Is line supervisor of
CWF_AA1 All Agency Approvers for a given Org Unit
e Z_WF_BA1 All OSBM Approvers for a given Org Unit
/—Z_WF_DM All Division Approvers for a given Org Unit
Z_WF_FA1 All Funding Approvers for a given Org Unit
rgamzalional ol Z_WF_OA1 All OSP Approvers for a given Org Unit

T (] Status ox Z_WF_SOM All BSS OM Activators for a given Org Unit
Z_WF_SPA All BSS PA Activators for a given Org Unit
Z1_CHARG All charges under an organizational unit in the org. structure
Z30_C Job Branches with Jobs
ZJF_30 Job Families with Job Branches
ZJF_30_C Job Families with Job Branches and Jobs
ZLINESUP MSS Root: Line Supervisor (002)
ZOCI_US Custom Eval path for OrgPlus
ZPID_CVR Cats Profile Assignment
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At the Structure Display/Maintenance screen, enter specific selection

criteria.

To display the Evaluation Path, use the matchcode and enter Z* to

search for the available

Z_ WF_AA1
Z_ WF_BA1 OSBM

Z WF_OAl OSP A

paths:

Agency Approvers for an Organizational unit structure

Approvers for an Organizational unit structure

Z_WF_DA1 Division Approvers for an Organizational unit structure
Z_WF_FAl1 Funding Approvers for an Organizational unit structure

pprovers for a Organizational unit structure

Z_WF_SOM BEST Shared Services processes for an Organizational

unit structure responsible for OM Pasition Actions

Z_WF_SPA BEST Shared Services processes for an Organizational

unit structure responsible for PA Employee Actions

V7_111008

Notes
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Display the Organizational Structure Report

B
beacon

North Carolina
Office of the State Controller]

4
Structure Display Edit Goto System Help

€ = iHCee CHR unan DR Q6

Structure Display/Maintenance

(o]

Plan Version: 01
Evaluation Path:  Z_WF_AA1 (All Agency Approvers for a given Org Unit)
Depth: 0

Status Vector: 1
Evaluation Period: 01/01/1900 - 12/31/9999

[=[a] (6] [@m]=x]

Object Description | Object abbr. | Object Type | Extended object ID | Status (Object | Start Date (Object) End Date (Object |
c ) 10000000 1 0110171900 12/31/9999

[ 10000001 1 01/01/1900 12/31/9999

[ 08C/Beacon 501000000000 O 10000002 1 0411012007 121313999
[ 0SC/Beacon/Project 1501001000000 O 10000003 1 0411012007 12/31/9899
[ 0SC/Beacon/Change 501002000000  © 10000004 1 0441012007 12131/9999
[ 08C/Beacon/Technic 501005000000 O 10000005 1 0411012007 121313999
[ 08C/BeaconfTechnic 501006000000 O 10000006 1 0411072007 12/31/9899
[ Department of State T 3410-StTreas 0 10000009 1 0110111900 12131/9999

= [ Department of Transg 4210-D0Trans 0 10000017 1 01/01/1300 1213173999
8 PERSONNEL TEC003000000004 S 54214951 _ 1 0110111300 121319999

= [ Wildife Resources Ci4311-WILDLIF 0 10000019 1 0110111900 12/31/3999
8 DEP DIR FOR ADI 026111100369 s 53409007 — 1 01/01/1900 12/31/2999

& ACCOUNTANTI 100000010107  § 1 011011900 1273119899

& AsstPublic Defen INT 81 s 1 01/01/1900 12/31/9999

ol —
59300998
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SAP will display the list of all of the selected Organizational units and

their Approver Positions.
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5.3 — Exercise: Execute the Org Structure Report# SE

¥ North Carolina
ffice of the State Controller

You need to see a list of the approvers for OM Action for the
following Org Units:

* 20010134 - CR CDS Archives and History
* 20012267 - OSBM Admin Deputy

Slide 73
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USRS North Carolina
Office of the State Controller

Lesson Review
In this lesson, you learned to:

»  Execute the Workflow Report
. Access and execute the Workflow Report for PA and OM
. Change the layout of the report
. Create a variant for the report
. Retrieve a report variant
+  Execute the Organizational Structure Report
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Course Map : ] \'I :\r \I-(:d:(’t‘-m\‘k

Lesson 1: Explain the Purpose of Workflow

p.

Lesson 2: Access and Navigate the Workflow Inbox and Outbox

Lesson 3: Approve OM Workflow PCRs

Lesson 4: Approve PA Workflow PCRs

Lesson 5: Workflow Report

Lesson 6: Course Review
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rolina

Course Objectives
In this course you learned to:

— Explain the Workflow process for Personnel Administration
(PA) and Organizational Management (OM)

— ldentify key differences in the routing of Workflow Items in
OM and PA

— Access, navigate and complete items with the Workflow
Inbox

— Use key features to manage OM/PA Workflow ltems
— Execute reports

(SESIIESS North Carolina
Office of the State Controller
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Questions

A

PARKING LOT

ina
of the State Controller

?
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Level 1 — Course Evaluation

Level 1 evaluations are |« [ 0200
used by the BEACON a—r— =

Training Team to ensure
students are experiencing | =" =
their instruction in an ‘
environment and method
that is conducive to
learning.

tenden
10 attend any of the ck listed below on or after the date listed, you a

i Owin Book if Class Takes Place on or After

e student guide to display and print it. THIS IS YOUR CLAS¢

ftiraninny owicuuic
Self-Reported Training

Learning Activity
Evaluations

Instructor Schedule

Learner Approvals
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Level 1 Evaluations

The Level 1 evaluation classes is accessed as shown above
(Learner Home Page > Learn > Learning Activity Evaluations).

Ask your instructor if you have any difficulty accessing the course
evaluation.

Notes
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Next Steps

cos
Office

* Monitor BEACON communication
— BEST Shared Services web site (especially the Updates tab)
« URL: http://www.ncosc.net/BEST/

— BEACON Training website: What’s New link

+ URL: http://www.beacon.nc.gov/training/whats_new.html

» Review conceptual materials

» Access BEACON Help
— Access from an SAP transaction
« URL: http://help.mybeacon.nc.gov/beaconhelp

* Practice what you've learned
+ URL: https://mybeacon.nc.gov

— Client 899 —&i

— Use your current NCID user name and password

Slide 79

Continue to monitor updates on the BEACON University website
for information regarding any future training that you are
scheduled to attend.

Keep your training materials close by as a ready reference.

Want to practice what you have learned from your desk?

* Follow the link provided above to access the training
client on the BEACON website. The training client is
number 899. Your current NCID user name and
password are used to access the practice environment.

Need transactional assistance after go live?

*+ Remember to access BEACON help when you need
assistance in completing transactions. As stated above,
the work instructions can be accessed either on line or by
clicking on BEACON help from within an SAP transaction.
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CONGRATULATIONS

You have completed the course

Please complete your course evaluation!
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